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Employee Development Plan
This form will help you to create a development plan for your personal use or for a team member. It walks you through a comprehensive process for identifying learning needs and turning them into an actionable development plan. Sections one through four are your preparation; section five captures your plan. 

The process works best when the leader and team member complete the form independently, meet to discuss it, then create the final plan together 
When to Make an Employee Development Plan
You can make a development plan at any time; however there are some events that naturally lead into development planning. These include:
· the end of one performance evaluation period.
· a six-month performance review and coaching session.
· when responsibilities change.
· after a 360° feedback session.
· when business changes result in new job requirements.
We recommend that leaders work with each team member to develop an Employee Development Plan as part of the performance management cycle. The plan should be used as the "starting block" of each employee's performance review cycle. It can also be used as the foundation for coaching sessions throughout the year.
Guidelines for Holding a Developmental Coaching Session
· Agree on a time to meet. Allow for a ninety-minute session.
· Both the leader and team-member should complete the Employee
Development Plan independently.
· Meet to review your ideas.
· Take turns sharing your thoughts, section by section. Be ready to revise your
notes based on your partner's ideas. (Team member may skip Section 2).
· Ask the team member to complete the final written version of the plan.
· Hold a second shorter meeting to review and agree on the final written plan.
· Record follow-up sessions in your calendar.
Employee Development Plan Section One: Employee Profile
1. Identify Personal Talents. The key to a person’s growth and future success is to unleash their talents rather than fix their weakness. Consequently, development planning should focus more on multiplying strengths than on fixing weakness. With this in mind, please describe a few of the employee’s talents and how they could be leveraged to enhance their contribution and success.
	

	

	

	

	

	

	


2. Key Characteristics: Identify the employee’s top three strengths and development needs. Include both behavioral and technical competencies as appropriate.
	Strengths
	Development Needs

	Example: Developing Strong Client Relationships
	Example: Project Management

	
	

	
	

	
	


Section Two: Special Roles and Assignments
Use this table to outline any special responsibilities or projects assigned to the employee during the current/new performance evaluation cycle. Record the employee's role as well as specific goals and performance standards by which you will judge their success (success measures). Finally, identify talents and/or competencies required for success on those assignments. 

The demands of these assignments in comparison to the employee’s strengths and weaknesses will form the basis of the development plan.
	Assignment
	Role
	Success Measures
	Talents/Competencies

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Section Three: Development Needs

Reflect on the team member’s recent performance and on the assignments planned for the coming period. With those thoughts in mind describe the individual's development needs. Record your observations what the employee did and explain how it impacted results and other people. Then list several related improvement objectives.
	Describe Development Needs

	1. Observations about:
	Improvement Objectives:

	Impact on results and others:
	

	2. Observations about:
	Improvement Objectives:

	Impact on results and others:
	

	3. Observations about:
	Improvement Objectives:

	Impact on results and others:
	


Section Four: Planning and Development Activities: (Optional Step)
Learning is best supported by a combination of developmental activities chosen to fit the targeted skill and work situation. Use the chart below to identify the learning activities you will use to address the targeted developmental needs.
	
	Development Need
	Coaching
	Job Practices
	On-the Job Training
	Special Job Assignments
	Formal Education
	Classroom Study
	Self-study

	Ex.
	Project Management
	(
	(
	
	(
	
	
	

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	


Section Five: Action Planning
Now that you have identified the types of development activities you will use, it is time to specify the details of your development plan. Each type of learning approach will require a different kind of action plan. The following page contains tips that will help you prepare for each of your learning activities. This plan should relate directly with the improvement objectives for behavioral and technical skills identified in Section Three: Development Needs.
	Development Objective
	Developmental Assignment
	Milestones and Appointments
	Completion Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sample Development Activities
This list identifies several ways to improve your skills. Each type of learning activity has special planning considerations. 
· Coaching Programs: identify the coach(es), frequency of meetings, and a target completion date.
· Self-Study Programs: choose training materials in advance, assign specific time frames to each topical area, identify expert coaches, use planned and regular progress updates with the leader, and specify a target completion date.
· Job Practice Programs: specify the actual skills to be practiced space the introduction of new skills over a reasonable period, identify opportunities for practicing the skills in real-life situations, and build-in feedback from the coach and/or other observers.
· On-the-Job Training Programs: adjust work priorities to permit time for training, consider scheduling multiple sessions each with distinct learning goals, make use of practice between sessions, identify trainer(s), plan regular progress updates with the leader, and specify a target completion date.
· Special Job Assignments: start with a formal coaching session to determine how much technical and personal support is needed, involve regular scheduled coaching and feedback sessions, specify the length of the assignment, identify observable success criteria, and close with a performance review.
· Formal Education: identify the alternative course offerings, consider on-line programs, set timeframe for course completions, and contact your HR representative to learn about your company’s course reimbursement policies.
· Classroom Training: Check with your local training and organization development department to learn about training opportunities in your organization. When you enroll in classroom training programs, remember these guidelines for getting the most from them:
1. Selecting the course(s) that most closely match(es) the improvement objectives listed in Section Two, Part 3.
2. Holding a coaching session between the leader and employee before the training class to review the improvement objectives and expectations for using   the relevant skills on the job. This coaching session should be held within one week of the training program.
3. Holding a coaching session between coach and employee within one week following the training class to assess how well the program met your objectives and to discuss the application of learning in the work place.
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